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How to Import and Format TXT Data Files Using EXCEL 
 

 

Right click on 
any of the 
category links 
and click on 
“Save Target 
As…”   
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Change the file 
type as “All 
Files”  
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Add the 
extension for 
excel to the file 
name “.xls”” 
NOTE: 
Whatever 
name you use 
just add “.xls” 
to the end of 
the file name. 
 
And click on 
“Save” 
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You will receive 
this message. 
 
Click on “Open” 
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You’ll open 
the excel 
spreadsheet.  
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Highlight the 
first row, go to 
“Data on your 
toolbar and 
select “Text to 
Columns””  
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When you 
receive this 
prompt, 
click the 
“Next” 
button 
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Select the 
“Comma” 
box and 
select 
“Finish”  
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IF YOU WISH TO FILTER YOUR RESULTS TO CLEAR DUPLICATE RECORDS, FOLLOW THE STEPS BELOW. 
 

Your results 
should be 
converted.   
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PLEASE NOTE. 
Duplicate records 
are created when 
a firm has 
multiple SIC 
codes or CSLB 
licenses and or if 
a firm has 
multiple 
certifications (SB 
and or DVBE) 
 
By filtering out 
duplicates you 
may eliminate 
some SIC codes, 
CSLB Licenses or 
certification 
types.  If  being 
able to view all 
SIC codes or 
CSLB Licenses 
and or knowing 
all certifications a 
firm has is 
important to you, 
do not filter out 
duplicates. 

Highlight 
the first 
row, and 
select 
“Data” and 
“Advanced 
filter” from 
your 
toolbar. 
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When this 
prompt comes 
up, select 
“Unique 
records only”.  
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Your data is 
now 
filtered.  


